§i OFFICE SAFETY ik

Offices are safe places to work, but many hazards exist that cause thousands of injuries and health problems annually.
Even a low rate of work-related injuries can have a serious impact on employee safety.

Fire Hazards
+Store unused records in
fire-resistant files

Layout & Housekeeping
+Keep 3’ between desks

Exits
+Exists and exit access

Handling & Storage
+Items shouldn’t be stored

*Keep cords out of travel

must be marked on cabinet tops

Over 5,700 worker deaths occur
in the United States annually

Over 3.7 million workers
suffer disabling injuries in
the US annually, with over
4.4 million total workplace
injuries reported

Per the National Safety Council,
85-95% of all workplace injuries
are the result of unsafe acts

Local government workers
experience an injury rate 79%
higher than their private sector

counterparts
Backs
Injuries can be avoided by not liting too much weight,
employing proper lifting techniques, and getting
Eyes assistance

Proper eye equipment should
be utilized in any environment
where flying debris is a
constant threat, and in
situations where items

Ears
Hearing damage is irreversible;

falling may prevent hearing loss by wearing
be a potential ear protectors in any environment
hazard with loud noise

Hands

Hands are susceptible
to cuts, burns, pinches,
and breaks; wear
gloves to minimize
potential to damage Different footwear is appropriate for different work
environments — proper footwear for your
environment is essential to avoiding broken toes,

Take advantage of ergonomically-
designed or worse

g and/or
pads to minimize the risk of carpal tunnel
and other repetitive motion disorders

protection and the protection of any

Driving Slips, Trips & Falls Fire
Practice defensive driving *Use ladders properly «Install
+Do not speed «Clean up spills “Have

*Maintain proper lighting
*Use stairway handrails
*Don't stand on desks, chairs,
etc. to reach high items
*Practice good housekeeping

+Keep vehicles in safe condition
+Adjust driving for adverse
weather conditions

*Use seat belts

*Obey all laws

hazard:

Firearms

*Keep firearms locked and
ammunition stored safely
from firearms

«Use gun locks or a safe

UTAH

areas

+Keep equipment away
from table and desk
edges

+Stairways should be free
of obstruction and
adequately lit

*Employees should be
trained in evacuation

Extinguishers and alarms
should be accessable,
and employees
trainined in proper use

+Fire equipment should

Shortcuts should not be taken just because you're off
the job — the same practices you employ to stay safe
on the job should be used anywhere else.

extinguisher
+Inspect residence for fire

+Develop and practice an
escape plan

and aware of exits remain unobstructed

Ladders & Stools

Always face the ladder
when climbing up or
down

*The top of the ladder
shouldn't be used

+Ladders should only be
used when they're
fully open

Office Furniture

*Chairs should be properly
designed and
inspected regularly for
loose or missing parts

*Never stand on a chair,
desk, table, or shelf to
reach

Electrical Equipment

*Electrical accidents are
typically the result of
faulty or defective
equipment, unsafe
installation, or
equipment misuse

*Heavy items should be
neatly stacked on
lower shelves

+Aisles, passageways and
stairways shouldn't be
used for storage

Office Tools

+Keep paper cutter blades
closed when not in
use; a guard should
be provided

+Store sharp objects
(including pencils,
pens, etc.) in a drawer
or with the point down

We will only achieve the level of safety performance
that we demonstrate we want to achieve. The common
belief that “it won’t happen here” or “it won’t happen to

me” must be discarded — it can happen here, and it

can happen to you

should be recognized and y.
Commendation and promotion of positive behaviors are
likely to result in the act recurring

L jors, such as an

Positive behaviors, such as following work rules or policies

pl failing to use
personal protective equipment, should be corrected

immediately. Correction should be done privately, and

should ignate the unr

Employees should be responsible for reinforcing and
correcting behaviors all the time. The more people we
have looking out for one another, the more likely we

are to eliminate unsafe acts

Employees should never knowingly do something
hazardous or unsafe, and should not get complacent
in performing repetitive tasks. Proper attention should
be given to every task, and unsafe conditions should
be reported

Staying Safe Off the Job

Safety practices learned at work are meant for your

The National Safety Council
reported that 90% of all worker
deaths and 2/3 of all disabling
injuries suffered by workers
occured off-the-job

one around you.

Hazardous Chemicals

*Keep cleaners, disinfectants,
medications, etc. in original
containers and away from food
*Know how to contact poison
s control

*Keep all hazardous materials
away from children

smoke detectors
an accessible fire

Electric Shock

*Avoid wet areas when
working with electrical
tools

+Use ground fault circuit
interrupters whenever
possible

This infographic is based on the UCIP Risk Awareness Program training courses Office
Safety, Off-the-Job Safety, Behavior Based Safety, and Changing Unsafe Behavior, as well

COUNTIES

as the LocalGovU course F g A

in the (p:

LocalGov

Log in to your UCIP member account and your LocalGovU account for more information on

these important safety topics.

INDEMNITY POOL

behavior

Hazardous Chemicals

«Lift with the legs

+Keep the load close to the body
+Use a lifing device or get help
with heavier loads

Infographic background by Vecteezy.com



